ALMINISTRATIVE DIRECTIVE NO. _4.79 _

EFFECTTVE DATE:_December 16, 1985

REVISION DATES:_ February 8, 1991

SURJECT':

IT.

IIT.

v.

USE OF INTOXTCANTS/DRUGS IN THE WORKPLACE

PURPCSE :

To establish a basic policy regardurg use of intoxicants or drugs in
the workplace by employees of the City of San Arrtonig as such use
relates to the employee’s TOUR OF DUTY including a disciplinary table.

RESEONSTBILITY:

This policy applies to “ALL CITY EMPLOYEES." Exceptions for appropriate

reasons

may be made at the discretion of the City Manager, the

Assistant City Managers, or the City Department Heads

DEFINTTICONS :
A. INTOXICATION: Any level of mental or physical impairment

resulting fram the voluntary introduction of any alcoholic
beverage, controlled substance or drug of abuse into the body.

INTOXTCANT:  Any alcoholic beverage, controlled substance, or
drug, the introduction of which into the body, may influence
any mental or physical capacity,

TOUR OF DUTY: That period of time, beginning when the employee
reports for work, and ending when he/she is relieved of

for the day or dismissed for the day or until his/her overtime
assignment is campleted. (Employee’s lunch time is included in
this time frame). when an employee 1s called back to

before or after his/her reqular tour of arty, it will be the
responsibil!.ity.of the employee’s supervisor to determine if the

cannot  perform the assignment taking into consideration the
nature of the task and the employee’s expertise.

USE_OF INTOXTCANTS:

EMPIOYFES SHALL, NOT:

1. At any time be intoxicated while an duty.

2. Use or possess any intoxicating substances during tour of
duty.
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V.

3. Report for dutyorg_eln‘])tocmtye:dubitingtheodor of
intoxicants, or any of the elements or appearance of

intoxication, EXCEPTION, when an employee is called back to
duty before or after his/her reqular tour of duty, it will
be the responsibility of the amployee’s supervisor to
determine if the employee is intaxicated, to the degree
where he/she can or cannot perform the assigment taking
into consideration the natire of the task and the
employee’s expertise.

4. Carry any alcoholic beverages or cantrolled substances for
personal use while in a City vehicle or in a privately
owned vehicle operated for City business.

B. CONTROLIFD SUBSTANCE:  Employees shall neither possess, use,
nordistrih;teanysubstarneregulatedbythecnumom
SUBSTANCE act, while on their duty and/or on city .
unless such possession is related to official police business,
Use or possession of a controlled substance under the direction
of a licensed physician is allowed.- L

evaluation of all prescribed intoxicants. Based on the
enployee’s physician’s official statement and recamendation of
the physicians at the Ocaupational Health Qlinic, the
supervisor shall decide whether or not to allow the employee to
perform his/her reqular or assigned duty. If the emloyee is

in order to give the employee the best chance possible of resolving an
prablem (s) which may have contributed to substance abuse, g any
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In recognition of the financial burden treatment for substance abuse can
create, the city has structured its health insurance package to include

also covered. The extent of coverage ard the deductible amount vary
according to the employee’s choic. of plans, all of which are subject to
change.  The Risk Management staff of the Finance Department is
available to explain details of each plan.

DISCIPLIINARY ACTION:

~ Bmployees who refer themselves for treatment through the Occupational
Health Clinic will not be subject to disciplinary action unless the
employee is found to be in violation of this directive. Violations will
be dealt with in accordance with the table which follows:

A. It an employee .is witnessed introducing or carrying any

more severe action if_ circumstance warrants, L

lst OCccasion - 16 hours suspension (refer to Coaupational
Health Clinic)

2rd Occasion ~ 40 hours suspension (mandatory employee
visit to Occupational Health Qlinic)

3rd Occasion - Termination

= The odor of alcahol on breath
— Blood shot eyes

- Slurred speech
= Unsteady on feet

The Oocnpat_:ional Health Clinic should pe utilized Monday
thmggh Frld&lly between 7:45 arg 4:30 p.m. The nurse at the
Public Inebriate Program will evaluate employees during all
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If an employee is involved in a vehicle accident while under
the influence of intoxicants, a police officer will be called.

Gedrge-K. Noe Alexander E. Briseno
Director of Management Services City Manager

z/"o/‘“ 2/ o/

Date




RECEIPT OF ADMINISTRATIVE DIRECTIVE 4.79
USE OF INTOXICANTS/DRUGS IN THE WORKPLACE

I hereby acknowledge that I have been provided with a copy of City of San Antonio
Administrative Directive 4.79, Use of Intoxicants/Drugs in the Workplace. I have also been
advised that this Administrative Directive is being provided in compliance with Section © of the
Drug-Free Workplace Act, 1990.

I also certify that as a condition of employment, I will:

abide by the terms of Administrative Directive 4.79, Use of
Intoxicants/Drugs in the Workplace;

notify my employer (department head) in writing of any criminal
drug statute conviction for a violation occurring in the workplace no
later than five (5) calendar days after such conviction;

I understand that my employer must notify the appropriate Federal Agency in writing within ten
(10) calendar days after receiving notice as outlined above from an employee or otherwise
receiving actual notice of such conviction.

I have been advised that my employer must take one of the following actions, within 30 calendar
days of receiving notice as outlined above with respect to any employee who is so convicted:

taking appropriate persornnel action against such an employee, to
include termination; or

requiring such employee to participate satisfactorily in a drug abuse
assistance or rehabilitation program approved for such purposes by a
Federal, State or local health, law enforcement, or other appropriate
agency. If such employee does not participate satisfactorily in such
drug abuse assistant rehabilitation program, then the employer must
take appropriate personnel action against such n employee, to
include termination.

( ) For positions requiring CDL only: I acknowledge that I have
been provided with a copy of the City of San Antonio Administrative
Directive 4.3, Alcohol and Controlied Substances Testing.

NAME PRINTED " SIGNATURE

SOCIAL SECURITY NUMBER DATE

REVISED 01/17/02




